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DD/I NOTICE o DD/I N 20-580-2/1

No. 20-580-2/1 - 1 December 1962

COMPETITIVE PROMOTIBE%\E

References: 15 September 1961 -

1. Esch Career Service in the DD/I area (I, 00, and OCR) will
comprise the basic competitive pramotion area for pramction for members
of thet service. However, separate areas of competitlon wilthin the
00 and I Service are hereby established as follows:

A o .
a. 00 Career Service:

0/ap/o0
Contacts.

be I Career Service:

oCI ' _ : )
0SI ' co

OBI

ONE

RPIC

0/Dp/T

) 2. The Heads of the 00 and OCR Career Services and the Heads of |
offices listed in Pera. lb. are authoriged to establish further sub-
areas of campetition with the approval of the DD/I.

3. Responsibilities set forth in Headquarters Regulatioﬂ:

are hereby delegated by the Head of the I Career Service to the Office
Heads listed in para. lb. above. _

GROUP 1

Excluded fram sutomatic

downgrading and
declassification

CONFIDENTIAL
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A
"4, Office Heads in para. 1b. sbove are furt rized to
propose Personal Rank Assignment per para. ¢. of | It will 25X1A
be the policy of the DD/I area to keep Personal Rank Assigmments to

a minimum.

5. Each competitive area will make its annual evaluation review
of each grade level, in accordance with the schedule set forth in
25X1A [ . This will not prevent any campetitive aree from
conducting more than one reviev a year.

6. Individusls assigned to one area of competition but possessing,
career designations of another ares will be evaluated by the Career g
Service or Panel to which they belong slthough this Career Service
should, of course, seek evaluation fram the aree to which the individual
is currently essigned. . o

7. Individusls essigned overseas or on detall or training assign-
ment away fram hesdquerters will be reviewed in the area of campetition
which their Service designation would normelly place them at Headquerters.

8. DID/I Notice 20-110-3, dated 1T November 1954 (reissued
1 December 1962 as DD/I Notice 20-110-3/1) setting forth procedures for
the approval of personnel actions will remsin :I:n: effect.

25X1A9A

" RAY.S. CLINE
Deputy Director (Intelligence)

CONFIDENTIAL
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PHOTOGRAPHIC INTELLIGENCE CENTER /”EXFF
AV

4 June 1959
PERSONNEL

PROCEDURES OF / 25X1

THE PHOTOGRAPHIC INTELLIGENCE CAREER SERVICE BOARD

FOREWORD
1. PIC Regulatlon 20-110, dated 26 November 1958, established the organization,
regponsibilities and functlons of the Photographic Intelligence Career Servlice

Board.

.2+ It is the responsibility of the Board to sdvise the Director, PIC, on personnel

management matters and to monitor the application and functioning of the CIA
Personnel Frogram a8 1t applies to the members of the Fhotographic Intelligence
Career Service.

3. - This Handbook .sets forth the procedures by which the Board will carry out iﬁs

responsibilitlies and accomplish its functions. 25X1

A.. C, LUNDAHL
Director
Photographic Intelligence Center

DISTRIBUTION: 5

o ovp L oir o
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PHOTOGRAPHIC INTELLIGENCE CENTER 25X1

L June 1959 : PERSONNEL

1.

PROCEDURES OF

THE PHOTOGRAPHIC INTELLIGENCE CAREER SERVICE BOARD

Career Staff Membership

Be

Ce

d.

Applications for membership in the CIA Career Staff will be received in PIC
by the Administrative Staff and forwarded to the individual concerned via
normal supervisory channels.

Signed applications will be returned via the Division or Staff Chief who will
prepare a memorandum to the Chalrman, PICSB, recommending the individual for¥
Category A (accepted), Category B (deferred) or Category C (not accepted).

The application and the memorandum will be forwarded to the Secretary, PICSB,

. Who will place it on the Agenda of the next meeting of the Board.

The Board will further review the application and recommend that he be placed

~1in Category A, B, or C.

The Secretary, PICSB, will forward the recommendation of the Board through
the .Chairman to the DIR/PIC for approval or disapproval.

Individuals approved for Career Staff status will be advised by a Notification
of Membership. This document will be received in PIC by the Administrative
Staff, which will forward it to the Chailrman, PICSB, and will notify the
Division or Staff Chief that it has been recelved. The Chairman will present
the Notificatlon to the individual who will acknowledge receipt by endorse-
-ment. The document will be returned to the Administrative Staff where it
will be forwarded to the Office of Personnel for filing in the individual's
official Personnel File. :

Reasgignments

8¢

A PIC employee who wishes to be reassigned within PIC will forward his
request through normal supervisory channels to the Secretary, PICSB. The
Division or Staff Chief concerned will prepare an accompanying recommendation
to the Board and the Board will act upon the request. After approval by the
DIR/PIC of the Board action, the employee will be notified by his Division or
Staff Chief of the action taken. An employee has the option of forwarding a
confldential request directly to the Chairman or DIR/PIC if he so desires.

A PIC employee who wishes to seek reassignment outside of the DD/I area will
forward his request by memorandum to the Secretary, PICSB. The memorandum
should be addressed to the Chalrman, PICSB, and should state the reason for
requesting a transfer and the type of position desired. The Secretary will
notify the Chairman and the employee's supervisor of the request and take the
necesgsary actlon to have the employee's personnel file reviewed within the
Agency. The Board will be notified of this action at its next regular meeting.
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3. PIC Vacarcies

a. When a vacancy exists in a PIC compouent, grade GS-13 and below, the
supervisor conceraned will prepare a draft Vacancy Notice and forward
it to the Administrative Staff through supervisory ckannels. The
Administrative Staff will prepare the Notice 1n the appropriate
form, serd it to the Chairman for approval, reproduce 1t, and distribute
it to all PIC and DD/I'components. Professional vacancies, GS-9 and
below, and clerical vacancies, GS-6 and below, are not required to be
circulated outside of PIC, but may be circulated at the discretion of
the Chalrman, PICSB.

b. As appiications are received from outside PIC, the Administrative Staff
will forward them to the supervisor concerned and will procure
personnel files. The Administrative Staff will request necessary
clearances from the Security Staff snd will arrange applicant interviews.

_¢. PIC employees who wish to apply for PIC vacanciles will forward their
applications through supervisory channels to the Administrative Staff.
The Administrative Staff will forward the application together with
the personnel file to the comporent having the vacancy. An employee
may have the option of forwarding an application directly to the
Secretary of the Board if he so desires. In this event, the Secretary
will notify the Division or Staff Chief concerned of the recelipt of
the application and will forward it to the component having the vacancy.
All applications for PIC vacancies from PIC employees will be acted
upon by the Board.

d. After each interview or review of the persornel file, the supervisor
will prepare comments on the application forms and return them to the
Administrative Staff. The interview comments should include an
evaluation of the applicant's qualifications in relation to the
qualifications requlred for the vacant position and a recommendatlon
ag to who should fill the position.

e. When all applicents have been consldered, the Secretary will place the
case on the Agenda of the next meeting of PICSB.

£. The Board will review the applications and the recommendation of the
supervisor and will recommend the nomineec for the position.

g. The Secretary will forward the recommendation of the Board through
the Chairmsn to the DIR/PIC for final approval.

h. If the .supervisor determines that morz: of the applicants are qualified

for the position, he may recommend that recruitment action be initlated
— to hire a person outside of tke Agency.
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i.

Je

25X1

If recrultment action is approved, the Administrative Staff will obtain
applicant files for the Division or Staff concerned, who will recommend
to the Board a person to be placed in process.

After spproval by the Board and DIR/PIC, the Administrative Staff will
take the necessary action to initiate processing.

Nominstions for other DD/I Notices

Qe

b.

- Ce

d.

A PIC employee who wishes to be considered for a vacancy outside of PIC,
advertised through the DD/I Vacancy Notice Procedure, will fill out a
Nomination for Vacancy form and forwerd it to the Secretary, PICSB, through
normal supervisory channels.

The Secretary will review the application to determine whether or not
the employee has the requisite qualifications and will forward to the
Chairmen for spproval or disapproval.

If the nomination is approved, the Administrative Staff will forward
the application to the DD/I component concerned and will make avallable
t0 that component the employee's personnel flle.

If the nomination is disapproved, the Secretary will notify the
Division or Staff Chief concerned of this gction and the reason 1t was
taken. No applications will be dlsapproved for any reason other than
lack of qualificstions. In cases of doubt, judgment will be weighted
in favor of the employee.

The Secretary will notify the Board of sll actions taken on nominatlons
for DD/I vacancies at its next regular meeting.

Promotions

G

Cu

A1l members of the Photographic Intelligence Career Service in grade

GS-9 and sbove will be competitively evaluated at leagt once a year.

_Employees in grades GS-8 and below may be competitively evaluated at

the discretion of the Board.

. Competitive evaluation of employees in grades 0S-9 and sbove will be

accomplished in asccordance with the following schedules:

GRADES DATE
(Quarters Beginning)

GS-9 thrbugh Gs~11 January
GS~12 through GS-13 April
GS-14 and above July

All individuals eligible for consideration for promotion in terms of
time in grade at the time of evaluation and those who will become

eligible for consideratlon during the subsequent year will be consildered

competitively. Promotion actions will be initiated immediately. or mey
be deferred at the discretion of the employee's supervisor.
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a.

=X

f.

8.

T

Division and Steff Chiefs who propose to submit promotion recommenda-

tions to the Board will notify the Secretary of the names of the
individuals concerned for inclusion on the agends of the next nmeeting.

These names will be listed under a separate agenda ltem entitled

"Proposed Promotions.”

At the next meeting of the Board, copies of the memorandum recommending

promotion will be distributed to each member.

At the following meeting the Board will review the recommendabtion and

recommend that it be approved, disapproved, or deferred.

The recommendation will be recorded in the Minutes of the meetlng

‘and forwarded to the DIR/PIC,_for_approval, disapproval, or other

action as he deems necessary.

Promotion memorsnda in an original and; six coples will be addressed
to the-BERfPTG, through the Secretary, PICSB, and should contaln:
C%g/rmdrﬁ, Pross
(1) Name of individual
(2% Position title and present assignment
Prasent grade, time in grade, and time in Agency
g Brief statement of education and training
Brief statement of experience
) Justification for promotion, including substantive
competence, development potential, comparative
‘achievement, maturity, judgment, etc.

PN
O\ W

Awards

Nominations for Horor Awards may be initiasted by any PIC employee by
the submission of Form No. 600, Recommendation for Honor Awards. Copies

of Form No. €00 may be cbtained from the Administrative Staff.

Nominations will be trensmitted through supervisoxy channels to the

Secretary, PICSB, who will place it on the Agenda of the next meeting
of the Board.

Te Board will review the Nomination and recommerd to the DIR/PIC that
the nomination be either forwarded or dilsapproved.

The action of the Board will be recorded in the Minutes of the Meeting

 and forwarded to the DIR/PIC together with the nomination for approval

or disapproval.

If the DZR/PLL approved the Nomination, it will be forwarded with endorse-
ment to the Chairmen, Honor Awards Board, through the DD/I, for further
consideration. .

If the Nomination is not favorably considered, & report will be forwarded
to the Division or Staff Calef concerned, who will notify the individuals

Apprayed ForRelease 2003/01/29 : CIA-RDP80- 01826R000300090001 -3
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T« Training

8.

Ce

d.

Ce

£.

Requests for training, internal and external, will be initiated by the
Division or Staffs concerned and forwarded to the Chief, Administrative
Staff. .

Requests for internal training involving after-hours training, part-time
training and full-time training not exceeding one month will be acted
upon by the Chief, Administrative Staff.

If the number of PIC applicants for training exceeds an assigned quota,
the Administrative Staff will forward the list of candidates to the
Executive Officer for selection of the individuals to attend.

Requests for internal training for perilods exceeding one month will be
referred to the Executive Officer for approval or disapproval.

. All requests for external training will be forwarded through the
‘Executive Officer for approval or disapproval by the DIR/PIC.

At each meeting of the Board the Secretary will make an announcement

of training requests approved since the last meeting of the Board.

P

Approved For Release 2003/01/29 : W6R000300090001-3



Approved For Relggse 2003/01/29 : QI&-B_[\)PSO-M826R0%}00090001-3

HPIC, De103-63
Z5 JUL 1504
MEMORANDUM FOR: Assistant for Operations, NPIC
SUBRIECT: Establishment of Promotion Staudards

1. At @ special meeting of the Photographie Intelligence Corecer
Service Loard on 2 Moy 1963 » Board members considered the ratter of coe
tablishing minimm stendards of "fime in grade® snd "4ime in position”
for provotions at all prode levels. Unandmous sgreewcent was veached on
the following minimm stendards with the proviso that exceptions could
be procesged if satisfactorily Justified by the gponsor to the Carees
Service Board:

Grades Tire in Grade Time in Position
GS-03 through 69«10 6 wonths 6 months
GS-11 and GS~12 12 months & months
¢g9-13 18 monthe 6 nonths
GS-1h 24 ronths 6 months

2. The recomuended stendnrds have been approved by the Hesd of
tha Photozrephie Intelligernce Carecer Service and are now in effech.
You are encouraged to ergure that appropriate supervisory personnecl
in your components use thenm as guldelines.

25X1A9A

Chaiyman
Photographic Intelligence Carcer Service Boaxrd

Distribution:
Original & 1 - Addressee
2 - 0/Dir/NPIC
2 - PB/AS/NPIC

5X1A9A  PB/AS/NPIC/| (24 July 1963)
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4. Recommendations for Promotion:

The promotion recommendations on the following employees were
distributed earlier and after consideration by Board members, approval
was recommended:

CSD/Ref GS-11 to GS-12 ° TAB D
PD/GAB GS-07 to GS-08 . TAB E
 CSD/RB G8-07 to GS-08 ° TAB F
PSD/ICB GS-06 to GS-07 TAB G
CSD/Ref GS-06 to GS-07 TAB H
PSD/ICB GS-06 to GS-07 TAB I

25X1A9A

5. DProposed External Training--] |

Board members concurred in the recommendation for external training
as proposed for The formal papers regarding this proposal were
turned over to tme CThairman. The Chairman requested a short paper listing
details involved in Agency-sponsored external training.

6. Discussion of Replacement for Chief, Publications Division:

The Chairman explained to Board members that he felt it desirable to
get their opinion on a successor for Mr. | who has been reassigned 25X1A9A
from the position of Chief, Publications Division to that of Chief,
Management Services Staff. He pointed out that while the selection of
senior-supervisor personnel in the Center was clearly the right of the
Director, NPIC, that views and opinions of Career Board members could be
most helpful and would be taken into consideration. Mr. | was 25X1A9A
requested to give his views on the appropriate selection nior posi-
tions in PD and Board members then discussed these nominations and considered
other possibilities as well. [:::::::] advised the Board that their views
would be considered and passed to Mr. Lundahl along with his own.

7. Discussion:

The Chairman expressed real concern about the problem of making use
of the opinions and judgments surfaced on personnel at Career Board
meetings to convince individual employees of the necessity to adjust and
remedy habits and attitudes in order to insure their continued progress.
He emphasized that this was the responsibility of the senior supervisors
in the Center. The Chairman proposes at an early meeting to discuss
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methods for applying such information as a correction measure. He made
it clear he believes the initiative in these matters should come from the
supervisor of the employee in question.

ad
] 25X1A9A
Executiv&écretary
The recommendafions as outlined in the foregoing Minutes are hereby
approved.

Chairman Date
Photographic Intelligence
Career Service Board

» 11"

“m.‘ﬁ
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1 August 1960 PHOTOGRAPHIC INTELLIGENCE CENIER

5. Promotlong

A1l recommendations for pramotions to grades GS-14 and below will
be reviewed by the Board. Recommendstions for promotions to grades
GS=1k and GS-15 will be forwarded to the Intelligence Career Service
Board for final approval.
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CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

CAREER SERVICE GUIDELINES

CONTENTS
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CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

CAREER SERVICE GUIDELINES

REFERENCES: A. Form 435 {(4-62), Fitness Report and Directions for

ine Form 45, pp. 1& 2 '

B. tness Report, Revised 20 June 1963

C. Fitness Report Guide, and DDCI's
emorandum attached thereto. 10 Cctober 1963

D. CR 20-580-4, Promotion Guidelines, 15 March 1963

1. General

The purpose of these guidelines is to provide assistance in the uniform
and objective application of the foregoing references within OCR and to clarify
the procedures to be followed in preparing and reviewing Fitness Reports,
recommending promotions. and in handling a variety of personnel actions.

2. Fitness Reports

A. Preparation

a. Each Fitness Report should be prepared with great care and
objectivity to make sure that the evaluations are as meaningful as possible in
support of career planning or other actions affecting the employee being rated.
The rater should have frequent discussions throughout the year with those
employees he rates, in order to acquaint them fravkly and forthrightly with his
evaluation of how they are doing and what they should do to improve. He should
not confine himself to the annual Fitness Report for this purpose. He should not
shirk from acquainting them throughout the year with both their strengths and
weaknesses -- commending them for the former and guiding and assisting them
to improve the latter. The Fitpess Report should not record deficiencies not
previously identified to the employee. In this way the employee is given ample
opportunity to take any corrective action that may be indicated.
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b. The definition of each adjectival ratiag is given in Section B

of the Fitness Report and explained further in the directions attached thereto.
tates that "in practice 'Proficient’ bas come to represent the

'average' on our rating scale; it is therefore appropriate to adopt it as such
in order to promote uniformity..." A review of OCR practice through 1963
reveals that this Office has in fact been using the rating in this way, spplying
it to almost 60% of the persons rated. In general, therefore, no change from
present practice is required. Division Chiefs should examine their recorde to
insure continued compliance with this established norm. The following addltional
guidance 1s provided for the other four ratings:

{1} "Weak" should be reserved for cases of a sufficiently
critical nature as to reguire administrative action such as probation, reassignment,
or separation. Early diagnosis of the employee's deficiencies should be made

. and corrective action taken and made a matter of record. The reviewing

official should be consulted in advance wheun a supervisor plans to assign this
rating. _

(2) "Adequate' should describe performance which deserves
closer supervisory attention in the form of encouragsment, on~the-job
instruction, adjustment of duties, further training and like. Aa "adequate”
rating would usaally praclude in-grade raises, promotiom, travel, external
training or similar recognition. Euch case, however, should be considered on
its merits.

(3) The individual recelving a "strong" rating demonstrates
a thorough command of his job, contributes ia an imaginative manner to the
development of the programs of his office, and exhibits a variety of superior

strengths of intellect, personality, and performance that clearly distinguish him
from "proficient” performers.

(4) A ratisg of "outstending" indicates that an individual is
truly exceptional in the breadth and strenght of his talents, the consistently
high quality of their sapplication, the ability to think constructively about the
system in which he cperates and to implement 'modifications that stand up under
practical test, and, flually, in his demonstration of a concrete commitment
to his assigrrasnt and of leadership im bis day-to-dey relations with the other
members of his operating team. An over-all rating of "outstanding" should
take into account not only performance of specific duties but everything about
an employee which influences his effectiveness on the Job. The intention to

N\
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award such an over-all rating shall be discussed with the reviewing official
before the {inal preparation of the Fitnous Reportiin the case of G5-12'9 and
sbove the proposed rating shall be referred in advance to the AD/CR.

Cutstanding = =inployees should be considered for special recognition such as
quality .zuep increases, accelerated promotions, meritorious nwards and the like.

¢. Raters should give speeial attention to the narrative sectim: af
the report and paint a picture of the important charscteristics of the smplovo
and of the manner in which he goes about sccomplishing his job. Ir this sccotion,
they should refrain from elaborating on what his job is, but rather emphaqim
how he doeg it. :

- d. Reviewers should refrain from altering a Fitness Report or
getting a rater to alter one. They should endeavor through their comments to
provide, as secessary, a countsrbalance to ratings by "striet” or "easy" vaters.
. Raters should be encouraged to discuss reports in draft form with the reviewer,

especially in problem cases. They are required to do so, as stated abova, whare
they plan to award over-all "outstanding™ or "weak" ratinge. Although it is not
intended that, as a general practice, 2 Fitness Reporthe shown to the employee
after it has been reviewed, there are cartain sftuations in which a reviewing
official may elect to convey the substance of his comments to the person neing
evaluated and also o the rating ofiicial. For example, in cases of substantial
dizagresment between the rater and the reviewer, the latter may discuss the
evaluation with the employee and rater ard should state on the report forwu
whather or not he has done so. Reviewlay officlals may also wish to discuss
their remarks in cases of special commendation or waraing. When in doubt,
it {8 suggested that the matéer be taken up in advance with the reviewer's
suparvisor.

e. A rater should not confuse, by comparative evaluation, people
doing a stailar job who have different grades. Thuz a {rainee at grade 8 should be
ratod as a & in comparison with all other 6's known to the rater and agains:
what 18 expected of a 8 and not of 2 grade 7 or higher grade. ‘

B. Rating and Qeviewing Officers

- a. In goneral, Fitress Reports in CCH vill not be prepared by
peraons helow the Section Chief ievel, nor reviewed by gpersons below Branch
Chiof level. Reports on Szciton Chiefs will be prepaved by Branch Chiefs and

-Approved-For Release 2003/01/29 : CIA-RDP80-01826R000300090001-3
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be reviewed by Division Chiefs. Reporis on Branch Chief's will be preparud by
the Division Chief s. Any proposed exceptions to this pattern shall be submiited
to the Career Board for approval.

b. The Aasistant Director will review and sign Fitness Reports
prepared by Divisior and Staff Chiefs on Deputy Division Chiefs, Branch Chiefs,
and other GS-14's or GS~15's. Compieted reports on GS-13's or others selocted
for gspecial career planning will also-be routed to him for noting.

- E : c¢. The Deputy Assistant Director will review and sign all other
P reports prepared by Division and Staff Chiefs on GS8-13's and below.

d. All completed reports for GS-12's and higher, not otherwise
specified gbove, will be routed to the DAD and AD for noting.

{%’j 3. _Promotions and In-Grade Ralsus

" A. Promotion Zones

All promotions will be made on the basis of individuzl merit ag
rufiected in sustained performance on the job. Supervisors should avoeid automatic
actioa to promote at specified intervaie. The following time-in-grade minimurs
are, therefore, provided only as general guidelines; they merely represent the

w

Grade _ Months

1thru? ‘ 6

7 taru 11 o 12
11 to 12 18
12 to 13 ‘ 24
13 to 14 . 30
14 to 15 ‘ 36

B. Promotiion Qualifications

Since evaluations of performance vary in their degree of
objectivity and are reflections of the standards of the rater as well as the
rated, it is important that each case be considered on its merits. For general

Approved For Release 2003/01/29 : CIA-RDP80-01826R000300090001-3 -
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guicance, it is proposed thatl culy employses with over-all rativgy of "FProficlont™
or kigher be considered for proxotion to gradas throevgh G&-9 z2nd those with
r&Erong” of kirher for promotion to GS-10 or above. "Sirosg” and "Ouia sanding'
orcployeas may bz coaeidered fer acceleration to gradas through GS-9; orly
"Cuistendiag” employeas, to ¥ra wle 38-10 nnd algher. Justificaiion qbould o)
given for ail accslerated promoiicus aud for the promotion of "Proficient” .
skaployees to Grades 10 and shove. Mo rﬁally an employse must have por-
forraed the dutles of 2 pew positioa for at leagt six moaths before he may be
cousidered for promotion. Usnder no cix‘mxmﬂtammé shall a vocomieandation

for promotion be discussed by the supervigor(s) with she individusl so
recommended.

C. in-Grade Raises

In-grade ra lf‘":a should be wittheld from all emplovees who have
recaived MHesk” ratinge, and usazlly from those who bave recelved "Adeqguate”
ratizgs, wetil such time as the deficlencies bave been reciified.

D. guality Step Incraaases

Guality stop Increases shovid he connldered as gpecial recogpition
for - Cuistrnding” and some "Strong” exaployess who have malontained a consistently
Mgh sumderd of performance over an exterdsd pez*icd Nominees should usw Lny be

prrsons whe have uot beee receutly prowueied and ‘whe are not likely to be premoted
in tho rear futuve.

~
x

%, Promotion Actiohs

All recommendztions for pmmhﬁ.m. guality step increases nnd
¢ aimnitor sigaifizant pereemnel actions will be presented to the QCR Career
;. Service ”ﬂoard through the Chlel, Admivistrative Ssff,
A
© 4. Hecrultwment and Selection

A, Entrauce-on~Duty Grades

a.  Although the assigament of EOD grades must bs related to the
special eircumstances of each case and eausidumme i’exibility must be xmmiuvamed'
the mnmn ing ars gsuggested as a normal patfern:

M

/
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Bachelor's degree ' G3-17
Master's degree Gs-8
Doctor's degree G58-10

b. Y. in addition, the applicant possessps exceptional qualifi rations
such as proficiency in en Asiatic, Slavic, or other rare language, advanced
library or geographic training. or sizalficant area or writing speciallzatmn
vue grade higher than the basic scale may be aliowed. If an individual has ocher
important experience which is clearly related to the job for which he is beiug
hired, he may be given one grade higher than normal for each 9 month‘a of such

,:perience. Thus, for example: :

9 months pertlnent experience - GS-8

BA +

BA i+ 18 " v " GS-9

BA + 27 " : v " GS-10

MA o+ 9 " " LI Gs_g |
MA + '

1§ " " " GS-10
Grade 10 shouid be the maximum EOD grade except in unusual circumstances.

B. Prohationary Pericd

It is the responsibility of the Division Chiefs to follow the devalopment

of new employees during the probationary year and to require periodic repcrts
on ihe quality of their work and their adjustment to the job. Incipient probiems should -
be identified and reported as early as possihie and the Chief, Administrative

f:f; should be informed. ‘Postpcnement of such matiers until the preparation of
toé initial Fitness Teport after nine months on duty may preclude the applica tion
of umely corrective measures. A potentially useful employse may thus some~
iimes be lost together with the considerable investment that has already been
made in his recruitment and training. ) ‘

C. Vacancies, Application and Sslection

a.. Vacapcy Notices

(1) In accordance with DDI policy, vacaincy notices vwill be
issued for any professional vacancy in grades GS-11 or above and for any clerical
vacancies in grades GS8-~7 and above. Such notices will be distributed to other

-
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DD/1 ofﬁces as well as within OCR. In special cases where an acceptable CCR
candidate is not available, Division Chiefs may elect to circulabe notices of .

professional vacancies below grade GS-11 outside OCR. Vacancies in clevic,al
positions below GS-’? will be advertised only within OCR.

(2) Vacancy notices will usually carry a deadline date for

applications three weeks from the date of issuance when distributed outsice

CCR, two weeks when distributed only within GCR.
b. Application

(1) OCR applicants for vacancies in other offices will forward

their applications through their supervisors to the OCR Administrative Staff for
noting, forwarding end follow-up.

{2) Applicants for vacancies within OCR should notify the OCR
Administrative Staff through their supervisors that they wish to be considered.

¢. Selaction

(1} The basic aim of the foregoing announcement and application
procedure is to select the best—qualified available and interested candidate for
each job. :

(2) The Division having a vacancy will be resgonsible for the
initisl review of the applications and for Interviewing the candidates, where
ziplizable. The Chief, Administrative Staff will provide any necessary support
wixti advice to the Division Chief during the application period, including the
preposal of possible candidates. The Diviston will present its findings and
recommendations, through the Chief, Administrative Staff, to the OCR Career
Service Board.

D. OCR Career Service Board

'I_'he OCR Career Service Board will consist of the following:

Assistant Director, Chairman

Deputy Assistant Director

Executive Assistant

Two Division Chiefs {for one-year terms)
Chief, Administrative Staff, Secretary

' Approved For Release 2003/01/29 : CIA-RDP80-01826R000300090001-3
. : ’ : o }

7



‘\

- carefully considered.

Approved For. P@a;se 2003/01/29 : CIA-RDP80-01826RP00300090001-3

-8 - |

The Board will serve in an advisory capacity and make recommendations to

- the Agsistant Director. Divisions having cases before the Board may be invited

to provide :+presentatives as needed.

5. Levels of Supervision

A. 1t is essential for good management that lines of responsibility
be clearly established and maintained and that communication between all
levels be facilitated. Excessive proliferation of supervisory responsaibiiities
ghould be avoided; fragmentatiou may lead to cumbersome administrative
arrangem: i3 and costly duplication of effort. An employee must not feel that

~ be is so far removed from contact with responsible senior supervisors that his

performar«: 18 not observed and evaluated and his career interests are aot being

+B. Although it is necessary to set up many operations on a unit basis

for the accomplishment of certain well-defined tasks, it is not the policy of this
- office to delegate certain responsibilities of supervision and guidance beyond

the Section Chief level. These include the preparation of Iitness Reports, the
approval of leave, initiation of promotion actions, reprimands for unauthorized
absence, assignment of overtime, interviews on deficient performance, and the
like. The Section Chief may wish to consult the Unit Chiefs on these and aimilar
matters but may not delegate these responeibilities. The Unit Chief's functions
are limited to the guidance of his unit in its day-to-day operations, completing
scheduled assignments, and providing technical advice and direction. He is
expacied to be a full working member of his unit with a minimum of time zllocated
to supervicury activities. ‘Any exceptions to this policy must be approved by the
Assistant Director. ’
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CFFICE OF RESEARCH AND REPORTS

5 April 1963 Office Regulation 20-58

PERSONIEL
ORR PROMOTION POLICIES AND PROCEDURES

REFERENCES: (1) Heedquarters Regulation [ | dated
15 September 1961
{(2) DD/I Notice 20-580-2/1, dated 1 December 1962

RESCISSION: ORR Regulation 20-58, dated 17 Merch 1959~

I. PURPOSE

This regulation prescribes ORR policies, assigns responsi=-
bilities, and outlines procedures for promotions up to grade

GS-15, and for within-grade increases for personnel at all grades.

A+ The promotion of employees within the IR Career
Cervice will be based essentially upon their performance, demon-
strated abilities, and potentiel, which will bte evaluated

periodically in competition with other ORR employees of equivalent
grade within certain areas of competition, All ORR personnel will

be considered periodically for promotion, normelly annually, but
in any event no less frequently than at the time of eligibility
for their within-grade increases,

B. The evaluation of employee pefformance, denmonstrated
abilities, and potential for promotion purpecses will involve

consideration and analysis of the following:

1. Performance

The individuasl must have demonstrated conspicuously

better thea satisfactory work performance on a sustained
basis in his present grade and the ability to perform

satisfactorily at the level of responsibility for the grade
%c which promotion is being considered. This normally would

inciude a pericd of assignment to duties of a higher grade

)

-k

GROUP 1
Excluded from automatic down=

rrading end declassification
Approved For Release 200370 T CIA-RDP80-01826R000300090001-3
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B, Competitive Evaluation Panels will be established, each
consisting of at least three senior supervisory members of Jhe
CIA Career Steff, frem the organizetional units canmprising the
Competitive Area. The Penel nembers will be nominated by the
cenior Competitive Area supervisor and eppointed by the EHezd of
the IR Career Service for one-year terms on & ca.ondar vear basi
(cenuary 1 - December 31), :

C. A chairman for each Competitive Evaluation Panel will
be eppointed by the senior Competitive Area supervisor. The
Chairzan will call mectings of the Panel as often as may b2
necessary to develop and maintain promotion lists on a current
tasis,

IV. RESPONSIBILITIES AND FUNGTIONS

A, Superwvisor (Branch Chief or higher sas appropriate)

l. Pericdically considers and evaluates employees
under his supervision for promotion in econformance with
Paragraph I1 above.

2. Approves or disapproves withinegrade increases
for employees under his suvpervision, and returns the
Forn 560 through the commend channel to the Chief,
Administrative Staff

3. Initiates promotion actions on employees under
his supervision, if judged appropriate, in conformance
with Perasgreph V below,

B. Division Chief

1. Submits through channels, at the reauest of the
Heed of the IR Cereer Service a list of anticipated
promotion ections within his d*viszon for the coming
figeal yeozr.

2+ Lndorses or disapproves promotion actions initiated
within his division.

3. lotes esction teken by supervisors urder his

Jurisdiction en withinegrade increases for eligible
eunloyees. ‘

3
1 ;
Approved For Release 20WR000300090001-3
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then those of the individual's current grade. Other pertinent
evideace pertaining to performance of assigned duties and
responsibilities will also be considered. (Solely satisfactory
performance at an acceptable level of ccmpetence by the individual
ot his current grede level is recognized through the granting of
o within-grade increase upon completion of a prescribed watting
period, and no% through promotion to a higher grade,)

~

- 2._ Dersonal Qualifications

a, Maturity and judgment.
h. Dubstantive competence,
¢+ Development potential.

d, Evidence of effort to increase comnetency
by additional training. :

e. Leadership, in terms of effective management,
direction, and supervision, when appropriate to the
position.,

T
:srd

& prerequisite to eny recommendstion for
proemotion the availability, on the proposed effective
date of the premotion, of a suiteble vacency at the higher

grede,

Ca Exce?t as provided under Paragraph c of Headquarters

III. COMPETITIVE EVALUATION AREAS AND PANELS

A, Competitive Areas for purposes of competitive evalu-
ation of individual gualifications for promotion of erployees in
the gredes GS-9 through GS-1lh are established es follcus:*

Competitive Area No, I: OAD and OAD Staffs
Competitive Area No. 2: Economic Research Area
Competitive Area No. 3: Geographic Research Ares

“Individuals in overseas essignments, full-time training status,

cr rotation-loan or detail status normally will remain within

the Competitive Preomotion Area to which they were assigned

irmediately prior to such assigmment, : -

A8

C -
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C. Cornetitive Evaluation Panel

1. Performs comparative evaluation by grade of all
caployecs in grades GS~9 through GS-1h within its
Competitive Area.

2. In accordance with established Agency ccmpetitive
evaluation schedules, prepares and revises &s necessary
lists of eligibles for pramotion by grade, ranked in
order of priority. (Prcmotion 1ists and related
information will be treated es privileged personnel
information and will be hendled on en EYES ONLY basis
o5 directed by the Competitive Area sunervisor.)

3. Forwards the original of CEP priority lists of
eligibles for promotion to the Assistant Director, ORR,
through the senlor Ccmpetitive Area supervisor, with a
copy to the Chief, Administrative Staff. '

D, Area Chief
Wit i e i T 6l

1. Reviews listings of personnel arranged in relative
order of priority for promotion as prepared by the
Cempetitive Evaluation Peanel for his erea,

2. Consults with the CEP when appropriete,

3. Forwards favorably endorsed promotion recommende-—
tions to the Head of the IR Career Service (AD/RR),
cxnlalnlng the reasons for any significant divergence

frem the pertinent CEP listing.

h, DNotes action taken by supervisors under his
Jurisdiction cn within-grade increases for eligible
coplcyees,

E. QPR Personnel Officer -- Administrative Staff

1. Provides to the Competitive Evaluation Panels,
in accordence with competitive evaluation schednles,
listirngs by grade of individuals in each Competitive Area.

2. Forwards to'the employee's supervisor: {Branch Chief
level or equivalent) Form 560 for each employee at least
gix weeks before the employee becomes eligible for a
within-grade increase.

L

Approved For RWO-M 826R000300090001-3



Approved F@elease 200i‘01129 : CIA-RDP80-0183g5t000300090001-3

5 April 1963 Office Regulation 20-58

sTmeamy
FERSOMEL

3. Reviews promotion recarmendations and action teken
on withir-grade increcses for conformance with CIA, DD/I
and ORR policies, procedures, and instructions,

4. Processes promotion and within-grade increase
ections for Office record purposes, | '

P. Chief, Adninistreative Staff

1. In his dual capacity as Secretary of the IR Career
Service Board and Chief, Administrative Staff, maintainsg
a recoerd of appointments to Area Competitive Fvnluation
Penels and copies of current CEP priority lists of
eligibles for promoticn by Competitive Area for use by
the AD/RR end the ORR Career Service Bnard es necessary.

2. Reviews and approves for the AD/RR, or reccmmendsv'
disapproval to AD/RR of pronosed personnel actions involving
promotion to all gredes up to GS-11,

3. Reviews and makes recormendaticons, as eppropriate,
to the AD/RR for proposed personmel sctions involving
proaotion to gredes GS-12 through GS=15, »

L, Assures that disapproved withinegrade jncrease
actions are handled in strict compliance with Agency
regulations end are reviewed in sccordsnce with the
suspense date established in each cease,

G. Assistant Director, Research and Renorts

1. In his duel capacity as Head of the IR Career
Service end Assiatant Director for Reszearch and Reports,
reviews and approves propesed perscnnel promotion ections
involving grades GS-12 and higher cr disapproves line
recomnmendations, as necessary, at eny grade,

2. Approves for forwarding to the DD/I end the ,
Director of Personnsl, or disapproves, line reccmmendetions

involving Personal Renk Assigrment.,

3. Appoints members of Competitive Evaluation Panels,

5

L .
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V. PROCEDURES

A. Pronotion recommendations will be initisted by super-
vicors (Brench Chief level or higher). The promotion recone-
rondation mermorandum end a completed Form 1152a shall be forwarded
+o the AD/RR through St/A so as to be received in St/A not more
+han five or less than two weeks in advance of the desired effective

date,

B. Actions for promotion up to and including GS=6 will be
prrepared on Form 1152 eand will be accompanied by a brief memorandum
dnseribing the individuval's assigned duties, work perfornmance
incivding the length of time performance has been observed by the
spitiptor) in duties of the grade to which pramotion is recommended,
amd total length of tirme in present grade. In addjtion, the memo=
rendum will include the certification of performence prescribed in

subparagraph C.4., below and endorsements, if approprlaue, oy
gupervisors in the chain of cormand, .

P
Jw

.

3

C, Actions for promotion to grades GS-T7 and ebove will be
prepared on Form 1152 erd will be accompanied by a memorandum of p
rrccznezdatlon end justification from the initiator, with cppropriste
endorsezents by supervisors in the chain of com“and. The remorgendum
1311 include the following: : '

1. Jame end present grede of employee being recommended
for promotion. .

2a Time in prade - Give date of last grcmotion and
her of mcnths in grade.

3. Reasons for reoommpndnd”promotmon - Comment briefly
cn each of the followlng topics:

e, Current performence.

b. Comnarative achievement,

c., Icproved capabilities.

d. Potential for further developmen

e, leturity, Jjudgement, and leadership qualities.

DD =L
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L, Certification of Performance - The following
certi flc‘.tion shall be 1ncluded verbatim:

"I certify that (name of individual) has
cemonstrated better than satisfactory perform-

ance in present grade on a sustained basis and
that he (she) hes demonstrated the ability to
rerform satisfactorily at the averare level of
responsibilities for the grade to whlch DIr'o=
rotion is recommended.”

5. lecessary signatures and endorsements.

CZID L. Lzu'uﬁ/
Acssistant Diréftor

Distribution No, 3B
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OFFICE OF RESEARCH AND RERORTS -
17 March 1959 : : Office Regulation 20-58
| | PERSONNEL
.. ORR PROMOTION POLICIES AND PROCEDURES
REFERENCES: (1) CIA Regulation[ ] dated 29 Noveuber 1956 25X1A -
o - - (2) DD/I Notice 20-580-1, dated 18 February 1957 25X1A
(3) CIA Handbg dated 29 November 1957
(k) CIA Notice lated 24 February 1959
(5) DD/I Notice 20-110-", dated 17 Noveuber 195k
RESCISSIONS: (1) ORR Regulation 20-59, dated 23 May 1956 K
(2) ORR Regulation 20-58, dated 9 May 1956 4K
I. PURPOSE

The purpose of this regulation is to prescribe and establish
ORR policies and procedures which apply to staff employee promotions
up to grade GS-15 within the provisions of Reference (1) and
Reference (2) above. Promotion to grades above ¢S-15 are not
covered by this Regulation.

.

II. POLICY

A. The promotion of ORR euployees within th: ORR Career
Service will be based essentlally upon their performance,

‘demonstrated abilities and potential which will be evaluated

periodically in competition with other ORR employees of equivalent
grade within certain established areeo: 5f competition. OBR
persounel within the Zone of Consideration will be considered

for promotion at least ouce each year.

B.  Within the provisions of CIA Regulatiof __ |and 25X1A
DD/I Notice 20-580-1, the evaluation of employee performance, : ’
demonstrated abilities and potential for promotion purposes

will involve an enalysis of the following:

1. Performance

a. The individual must have demcnstrated
conspicuously better than gatisfactory work perform-
ance on a sustailned basis in the present grade and
the ability %o perform satisfactorily at the level
of responsibility for the grade to which prouotion

Approved For Release 2003/01/29 : CIA-RDP80-01826R000300090001-3
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is being considered. This implies a period of
assigmuent to duties of a higher grade than those
noymal to the individual's current grade. Other
pertinent evidence pertaining to performance of
agsigned duties and responsibilities will also be
congidered.

b, Solely satisfactory or adequate performance
at the grade level held by the individual is recognized
through the awarding of step-grade increases after the
specified time in grade requirements have been wet and
. not through the promoting of that individual to a
~ higher base grade,

2. Persongl Qualifications

a. Maturity and judgment.
b. Substantive competence.
Ce Development potential.

d. Bvidence of effort to increase ccmpetency by
additional training.

e. Ieadership, in terms of effective wanageument,
direction, and supervision, when appropriate to the
position.

C. Time of entrénce into the zone of consideration and
exceptions thereto will be governed by the provisions of CIA

Regulation[ |

D. Except as provided under Paragraph 3. a. of CIA
Regulation[:::?::L a prerequisite to any recommendation for
prouoction will be the availability, on the effective date of
the promotion, of a sultable vacancy at the higher grade.

I11. COMPETITIVE EVALUATION AREAS AND PANELS

A. Competitive Areds for purposes of competitive
evaluation of individual qualifications for promotion of

-2 -
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employees in the grades aS-T through GS-1k are established
as fol}ows:* ' _

Competitive Area No. 1: OAD/RR and OAD/RR Staffs
Coupetitive Area No. 2: Economic Reséarch Area
' Competitive Area No. 3: Geographic Research Area

B. Competitive Evaluation Panels (C.E.P.'s) will be
established, each consisting of at least three senlor super-
visory members of the CIA Career Staff from the organizational
units comprising the Competitilve Area. The Panel members will
be nominated by the senior Competitive Area supervisor and
appolnted by the Head of the IR Career Service for one-year
terms on a calendar year basis (January 1 - December 31).

C. A chairman for each Competitive Evaluation Panel
will be appointed by the Senior Competitive Area supervisor
and will call meetings of the Panel as often as may be
necessary to maintain promotion 1lists and recommendatlons on
a current basis.

Y
TV. RESPONSIBILITIES AND FUNCTIONS
A. Supervisor (Branch Chief or higher asrgppropriate)
1. Receives and eundorses Zone of Cohsideration
Memorandum with comments through the commard line to

Chief, Administrative staff.

o, Initiates promotion action, if judged appropriate,
in conformance with Section II.

B. Division Chief

1, Submits through channels, at the request of
the Head of the IR Career Service, a report of
anticipated promotion actions within his division for
the coming fiscal year.

¥ Tndividuals in an overseas assignment status, full-time train-
ing status, or rotation-loan or detail gtatuswill normally
remain within the Coupetitive Promotion Area to which they
were assigned immediately prior to such transfer or assigument.

-3 -
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2. Approves or disapproves promotion actions initlated
within his Division.

C. Competitive Evaluation Panel

1, Performs comparative evaluation b ade of those
eligible for promotion (CIA Handbooklﬁl"cruide for 25X1A
Competitive Evaluatlion Panéls" will be used as necessary ‘
or -appropriate., )

2. In accordance with established Agency Competitive
Bvaluation Schedules, prepares and revises as necessary
lists of eligibles for promotion by grade, ranked in
order of priority. (Promotion lists and related
information will be treated as restricted persounnel
information and will be handled on an EYES ONLY basis as
directed specifically by the Competitive Area supervisor, )

D. Area Chief

l. Reviews priorlty listings of eligibles as pfepared
by Competitive Evaluation Panel.

2,  Consults with the CEP when appropriate,

3. Porwards approved recommendations for proumotion
to the Head of the ORR Career Service, explaining the
reasons for divergence from the pertinent CEP listing of
"eligibles.

E. ORR Personnel Officer -- Administrative Staff

1. Provides,in accordance with competitive evaluation
schedules, listings of those individuals in the Zone of
Consideration at each grade to the CEP's, together with
those of the same grade who will enter the Zone during
the following year.

2, Maintains record of appointments of members to
Area Competitive BEvaluation Panels and copies of current
~CEP priority lists of eligibles- for prowotion by
Competitive Area for use by the AD/RR and the ORR Career
Service Board as necessary.

3. Prepares and forwards to the employee's supervisor
(Branch Chief level or egulvalent) a Zone of Consideration

-4 -
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' Memorandum containing the name, grade, and date of grade
for each employee entering the Zoune of Consideration '
and for each employee who has been in the Zone of
Consideration for one year (a memorandum will be forwarded
in the case of each such employee at one year intervals
u*thé;éafter).' - S

L, Reviews proposed actions for conformance with CIA,
DD/I, and CRR policies and instructions,

5. Processes approved actions for record purposes.

F. Chief, Administrative Staff

1. Reviews and apprbves for the AD/RR or T oumends
disapproval to AD/RR of proposed personnel sctions
involving promotion to all grades up to GS-1l.

2., Reviews and mbkes appropriate recbmmendations to
AD/RR for personnel, actions involving promotion_to grades
© @8-12 through GS-15. oo

G. Assistant Director, Research and Reports

e 1. Tn his dual capasity as Head of the IR Career
Service and Assistant Director for Research and Reports,
reviews and approves the forwarding of prouotlion
recommendations involving grades GS-12 and higher or
disapproves line recommendations, &s necessary, at any

" grade. ’ -

2, Approves or dlsapproves line recomendations -
involving Personnel Rank Assigament.

3. Appolnts mewbers of Com@etitive_Evaluaﬁion Panels.

V. PROCEDURES

A. Promotion recommendations will be initiated by the
Branch Chief level supervisor in the chain of command and will
be consistent with the provisions of Section I1 above.
(Promotion recomendation wemorandum and the completed
Form No. 1152a shall be forwarded to the AD/RR through St/A
s0 as to be recelved in St/A not more than five or less than
three weeks in advance of the desired effective date.)

- 5 -
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. B. Actions for promotion up to and including Gs-6, will
‘include a brief statement (to be entered under "Remarks" on
Standard Form 1152a), regarding individual's assigned dutiles,
work performance (including the length of time performance has
been observed by the initiator) in duties of the grade to which
promotion is recommended and total length of time in present
grade, In addition, the certification of performance prescribed
in Paragraph C. 4. below will be entered on the Form 1152a.

¢, Actions for promotion to grades GS-T and above will
include, in addition to the completed Form 1152a, & wemorandum
of recommendation from the initiator, with appropriate
endorsements by chiefs of intermediate echelonss Each
wemorandum will include the following:

1. Name and bfesent gradé

2, Time in grade - Give date of last prouwotion and
number of months in grade.

3. Reasons for yecommended promotion - Comment
briefly on each of the following topics:

a. fCurrent performance.

b Comparati%e achievement.

Ce Evi§ence of improved capabilities.

d. Statemént of development potential. "
e. Ma‘bur:;l.ty, judguent and leadership qualities.

L. Certification of performance - The follaizs
certificate shall be included verbatim:

"T certify that the individual has demonstrated
conspicuously better than gatisfactory performance
in present grade on a sustained basis and that

the individual has dewmonstrated the ability to
perform satisfactorily at the average level of
responsibilities for the grade to which promotion,
is recoumended."”

5. Necessary slgnatures and endorsements of approval
or disaporoval.

25X1

UTTU &, GUTHE
Distribution No. Asgistant Director

3B -6 -
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OFFICE OF RESEARCH AND REPORTS
S - g 20 ~s7
23 May 1956 : : Office Regulation R26=9—
SUBJECT . ORR Zone of Consideration Policy and Procedures
REFERENCES: (1) CIA Regulation[ ] 30 April 1954 SEX1A

(2) ORR Regulation R20-5/1, 9 May 1956

I. PURPOSE

The purpose of this Tegulation is to set forth ORR procedures for
compliance with the intent of paragraph 2 a, CIA Regulation[::::::]and to 25X1
assign appropriate responsibilities.

II. POLICY

ORR personnel will be considered for promotion by their supervisors
within thirty days after entering the zone of consideratdon, and at least
once each year thereafter.

IIT. RESPONSIBILITIES

1. The Administrative_Staff is assigned responsibility for implement-
ation of the procedures set forth herein.

2. Bupervisors (branch chief level or higher) are responsible for
considering employees under their supervision for promotion and for
making recommendations as appropriate, within the provisions of ORR
Regulation R20-5/1.

IV. PROCEDURES

1. The Administrative Staff will prepare a memorandum (see sample'
attached) containing the name, grade, and date of grade for:

a. FEach employee entering the zone of consideration, and

b. FEach employee who has been in the zone of consideration for
one year. A memorandum will be prepared for each such
employee at one year intervals thereafter.

2. This memorandum will be forwarded to the employee's supervisor
(branch chief level or higher) and will constitute formal notification
that .re employee has completed minimum time-in-grade requirements and_is
eligivle for promotion consideration in accordance with CIA Regulation[ | 25X1A
and ORR Regulation R20-5/1.

Approved For Release 2003/01/29 : CIA-RDP80-01826R000300090001-3
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.3. -The supervisor will complete and sign the record of action and
will return the memorandum through normal channels to the AD/RR, Attn:
Chief, St/A, within fifteen days. Chiefs of intermediate echelons in the
chain of command will indicate concurrence of the supervisor's action by
initialing the record of action.

L. Upon receipt in the Administrative Staff, this memorandum will
be recorded and filed in the employee's ORR personnel folder as evidence
of consideration.

V. MISCELLANEQUS

A1l questions concerning employees within the zone of consideration, or
the procedures set forth herein, should be directed to St/A, Ext.

, OTTO &. GUTHE
Assistant Dire¥ctor

RR Distribution No. 3
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. Oﬁ‘ic‘e Memorandum - vsitep STATES GOVERNMENT

TO

FROM

SUBJECT:

25X1A

ATTN

Chief, . DATE:
Assistant Director, Research and Reports
Employee in Zone of Consideration
1. This is to advise y&u that the employee indicated below

is in the zone of consideration for promotion.

Name of Employee Grade Date of Grade

2. Agency Regulation[::::::]specifies that employees in the
zone of consideration will be considered for promotion at least
once each year. Accordingly, it is requested that you complete
and sign the record of action below and return it to this office.

FOR THE ASSISTANT DIRECTCR:

~ Chief, Administrative Staff

Record of Action

Assistant Director, Research and Reports DATE:

Chief, Administrative Staff

_25X1‘A9A

This employée has been considered for promotion and recommendation

is made as follows:

[:7 Promotion action being initiated

£:7 Promotion action not being initiated, for the following reasons:

Signature of Supervisor

Approved For Release 2003/01/29 : CIA-RDP80-018%&%&003909-9999—1—3————
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OFFICE OF RESEARCH AND REPORTS 9'/ ) -
. PERSONNEL:*J
9 May 1956 . 0ffice Regulation R20-5/1
: . Zo —5
SUBJECT : ORR Promotion Policy an@_Procedures
REFERENCES.: CIA Regulation[ ] dated 30 April 1954 2EX1A

DD/I Notice 20-110-3, dated 17 November 1954

RESCISSIONS: Office Regulation 20-5, dated 21 October 1953V/
Office Regulation 20-6, dated 17 December 1953 .~

I. POLICY

1. The promotion of ORR empioyees will be based on consideration
of their qualifications and demonstrated abilities in relation to Office
needs as follows:

A. Performance

(1) The individual must have demonstrated conspicucusly
better than satisfactory work in present grade,
resulting in significant accomplishments, superior
performance on & sustained basis, completed wors of
recognized qualivy, and any other pertinent evicence.

(2) The individual rust nave demonstrated also the abilzty
to performrsatisfactorily at the average level of
responsibilities for the grade to which prorotion is
considered. This implies a period of assignment to
duties of a higher grade than those normal to the
grade from which the individual is to be promoted.
Satisfactory or adeguate performance at the grade
level held by the individual 1is recognized through
the awarding of step-grade increases after the
specified time in grade requirements have been met
and not through the promoting of that individual to
a higher base grade.

B. Personal Qualifications to be considered:

(1) Maturity and Jjudgement.

(2) Substantive competence, including educational
background.

(3) Development potential.

(4) Evidence of effort to increase competency by additional
training.

(5) Leadership, in terms of effécfive management, direction,
guidance, and supervision, when appropriate to the
position.

Approved For Release 2003/0112w0-01826R000300090001-3
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C. Service
+  Time of enfrance into the zone of consideration and

exceptions thereto will be governed by the provisions
of CIA Regulation

-D. Table of Organization

Prerequisite to any recommendation for promotion will
be the availability, on the effective date of the
premotion, of a sultable vacancy at the higher grade.

II. PROCEDURE

1. Promotion actions will be initlated by the first supervisor
of branch-chief level or higher in the chain of command. Recommendations
will be consistent with the provisions of Section I, par. 1 above.
Supervisors shall discuss promotion possibilities with the chief of the
next higher echelon prior to actual submission of forms; the completed
Form No. 52 shall be forwarded to St/A not more than five or less than
three weeks in advance of the desired effective date.

2. Actions for promotion up to and ineluding GS-6 will include
a brief statement, which will be entered under "A. Remarks" on Standard
.Form 52, as to assigned duties, work performancs (particularly during
trial period) in duties of the grade to which promotion is recommended,
length of trial period, and total lemgth of time in present grade.

3. Actions for promotion to grades (GS-T and above wiil include
in addition to the completed Form 52, a memorandum of recormendation
from the initiastor, with appropriate endorsements by chiers of
intermediate echelons.

4, The memorandum will be addressed to AD/RR through the appropriate
division and area chief and Chief, St/A. Each memorandum will include
a separate paragraph dealing with each of the following topics:

A. Previous Work Experience - Comment, 1f pertinent, on
previous positions and experience which is considered part
of the individual's qualifications for the recommended
promotion, stressing degree of responsibility and results
obtained. If previous work experience is not pertinent,
this should be stated.

B. Current Performance -'A concise statement by the initiator
on the quality of performence of the individual since last
promoted. (Ref. Section I, par. 1 A). It is recognized
that much of the work of ORR personnel does not result in
a single measurable product, and that many complex projects,
staff studies, and other reports and memoranda reflect
the combined effort of several individuals. However,

Approyed For Release
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‘W¥ . : any specific items thet illustrate the quality of the
‘ ) work performed by the individual should be referenced
' in the memorandum.

¢. Qeneral Qualifications - A brief evaluation of the
general qualifications of the individual. This evaluation
should include any special skills possessed by the
individual, pertinent to the position, such as unusual
language qualifications.

D. Comparative Achievement - In order properly to present
The status of the individual in comparison with other
individuals of his grade level, he shall be compared with
these others, by name, within the zone and area of
consideration in such of the following as are applicable:
regearch ability, supervisory ability, Judgement, writing
ability, oral-presentation ability,'special skills,
security consclousness, attitude, -time in grade, and
time with the component.

NOTE: It should be remembered that the excessive use of
cuperlatives weakens rather “han strengthens a supervisor's
recommendations. .

‘‘‘‘‘‘ 5. Component chiefs through whom the Form 52 and attachments are
- submitted will either disapprove and return or forward with endorsement.
Endorsements shpuld,contain useful comments in support of the recommendation.

Negative action will not be taken without consultation with the chief of the
component from whom the action was recelved.

T » 6. The Assistant Director has responsibility for approving the
recommendation for promotion prior to its submittal to the Office of
Personnel for action. St/A is charged with completing all proces..ug
on the actions prior to Office approval.

25X1
OITO E. GYIOE
. Assistant Director
RR Distribution No. 3
— /
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